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MEMORANDUM FOR: Deputy Director for Support 


SUBJECT : Routing of Letters of Retirement and Letters of 
Condolence 


i. This memorandum is for information only. 


2. For many yeare this Office has prepared letters of condolence to the 
next-of-kin of deceased Agency staff personnel and cormmendatory letters of 
retirement to retiring employees for signature by the Director of Central 
intelligence. These letters have been routed from the Office of the Director of 
Personnel to the Executive Director-Comptroller te the Director. Cases 
involving personnel in the Support Services were first routed to the Deputy 
Director for Support. Thie earlier routing procedure was changed in July 1965 
on instructions from the Executive Director-Comptrolier that these letters 
need not be reviewed after they leave the Office of Personnel. Since then we 
have arranged for direct routing of these letters to the Director. 


3. Both letters of condolence and commendatory letters of retirement 
are routine in nature. 


a. In the case of the condolence letter, very rarely ie there a 
variation from the previously approved and long-used text. A sample is 
attached at Tab A. In forwarding the letter for signature, we always 
attach Form 901, Casualty/Emergency Report, which summarizes the 
perticular circumetances of death. This form also records concurrences 
obtained from the Office of Security and, where appropriate, Central 
Gover Staff in the preparation of the letter. 


b&b. In retirement cases, we have a series of letters. From these, 
one is selected to fit the circumstances of the individual case. Samples 
of theae letters are attached at Tab B. These letters are also reviewed 
by the Office of Security and, where appropriate, Central Cover Staff 
and concurrences are indicated on the file copies. In addition, we have 
followed the practice of attaching to the letter a short note surmmarizing 
the circumstances of retirement. 


oe 
fem hear rie hal 
U . 


na tructions 2 you, we have initiated the practice 
Fare Tunescetory retirement letters through you. 


/s/ Emmett D, Eehola 


Emmett D. Echols 
Director of Peraonnel 
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18 July 1965 


MEMORANDUM FOR: Director of Personnel 


Emmett; 
it seems to me that letters prepared for 
the Director's signature on the occasion of an employee's retire- 
ment or death are of auch a nature that they should be handled 
expeditiously aad need not be reviewed after they leave the Office 
of Per sonael, . : ~ 


Accordingly, in the future the Executive 
Registry will send all such letters directly to the Director for 
signature. If the Director should be dissatisfied with any of 
them, it will be immediately brought to my attention. (I suggest 
that the Deputy Director for, Support might also forego the re- 
view of these letters. ) ae s, 4% 
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Letters of condolence which are usually similar are prepared in 
original and seven copies after consultation with the deceased's 
immediate office and with the approval of the Office of Security. 

For Clandestine Services cases, approval of Central Cover Staff is 
also obtained. A copy of the current condolence letter is attached. 
The letter and Form 901, Casualty/REmergency Report, are forwarded 
directly to the Director for Signature. The distribution of the 
condolence letter is as follows: 

Original for addressee 

One for Executive Registry and original of 901 

One for D/Pers with copy of 901 

One for OPF 

One for Subject's office 

One for c/BSD 

Two for BCB with two copies of 901 

There are eight standard retirement commendatory letters which 
have been approved and been used for several years, Samples attached. 
The type of letter chosen depends upon the type and length of service 
and type of retirement and is determined after review of the file and 
consultation with the retiree's office, Security concurrence is 
obtained for this letter and where appropriate, Central Cover Staff. 
The distribution for commendatory letters is as follows: 

Original for addressee 

One for Executive Registry 
One for C/EAB/OS 

One for D/Pers 


One for OPF 
Two for Retirement Branch 


- 
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16 AUG 1966 
NOTE TO: C/BCB 


i. Thad a long discussion with =a, yesterday concermhA INTL 
possible change in policy at the DDS level on the routing of material to the 
7th floor. We were talking specifically on letters of condolence and I need 
some information. 


2. My recollection is that some time ago and probably when Col. White 
was the DDS, we were told to stop routing this material through the DDS 
except in those cases involving Support Services employees. Will you look 
through your emergency policy file and see if you can find such an 
instruction. 


3. Is it not true that we route at the present time Support Services cases 
through the DDS? If so, please tell me the names of all Support Services 
death cases since Mr, Bannerman became the DDS. 


4, Am I correct that all other death cases are routed directly to the 
Executive Director? 


5. Please send me the above information and then proceed witha draft 

of a memorandum from D/Pers to the DDS outlining our procedures on 
letters of condolence and commendatory retirement letters. (You should ask 
Howard for a sample of the retirement letters) Your memo should point 

out that these letters are almost entirely the same—that having approved 

one in substance, all of them in effect have been approved. The memo should 
also point out that there is little that is controversial in these letters and 

that before release our SOP calls for concurrence by Security and Cover, 


6. Do this in draft but in advance, give me the specific data called for 
above. 


STATINTL 


mS 
ail, 
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Ei ae | WASHINGTON, D. c, 
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Ne 2, OFFICE OF THE DIRECTOR 
pales O's 


Mrs. John A. Doe 
{234 Tirst Street, N, W, 
Washington, D, C, 


Denar Mrs. Doe: 


May I extend to you my deepest sympathy 
in the*loss of your husband, 


Ile performed his duties well, faithfully, 
and with special devotion, Te will long be 
uffectionately remembered by his colleagues in 
this organization, 


Our thoughts are with you, 


Sincerely, 


Richard Tlelms 


Director 


* Add the word sudden when the death is accidental 
or unexpected, 
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Letters of condolence which are usually similar ere prepared in 
original and seven copies after consultation with the deceased's 
imeediate office and with the approval of the Office of Security. 

Yor Clandestine Services cases, approval of Central Cover Staff is 
also obtained. A copy of the current condolence letter ia attached. 
The letter and Porm 901, Casualty/Emergency Report, are forwarded 
airectiy to the Director for signature. The distribution of the 
ecmlolence letter is as follows: 

ss Qwiginal for addressee 

One for Executive Registry and orgginel of 901 
One for D/Pers with copy of SOl 

Cue for OPF 

One for Subject's office 

One for C/BED 

Two for BCB with two copies of 901 

There ere eight standard retirement comeniatory letters vhich 
have been approved end been used for several years. Samples atteched. 
The type of letter chosen depends upon the type and length of service 
and type of retirement and is determined efter review of the file and 
consultation with the retiree's office. Security concurrence is 
ebteined for this letter and where appropriate, Central Cover Steff. 


The distribution for ccoamendetory letters is as follows: 


for OFF 
for Retirement Branch 
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Letters of condolence vhich are uouslly similar are prepared in 
original and seven copies after consultation with the deceased's 
imaediate office and with the approval of the Office of Security. 
Yor Clandestine Services cases, approval of Central Cover Staff is 
aiso obtained. A copy of the current condolence letter is attached. 
The letter and Form 901, Casualty/Swergency Report, are forwarded 
directly to the Director for signature. The distriintion of the 
somolence letter is as follows: 


— rl a office 
Twe for BCB with two copies of 901 

There sre eight standard retirement commendatory letters vhich 
have been approved and been used for several years. Samples attached. 
The type of letter chosen depends upon the type end length of service 
and type of retirement and is determined efter review of the file and 
consultation with the retiree's office. Security concurrence is 
obtained for this letter and vhere appropriate, Central Cover Stef. 


The distribution for commendatory letters is as follows: 
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yesterday concerning SJ ATINIL is 
evel on the routing of material to the ae 
ly on letters of condolence and Ineed. 


. My recollection is that some time ago and probably when Coil. White © 
DDs, we were told to stop routing this material through the DDS 
in those cases involving Support Services employees. Will yéu 
y file and see if you can find suchan” ” 


ie 2 Ig it not true that we route at the. present time Support Servi 
Ough the DDS? If so, please tell me the names of all Support Ser 


th cases since Mr. Bannerman became the DDS, ~ is 


Am i correct that all other death cages are route | Grectl 
Epecutive Director ? et ae eee 


“Please send me the above information and then proceed with-ay Ta: 
metmorandum from D/Pers to the DDS outlining our proceduréa: o} 
'@' Of condolence and commendatory retirement letters. (You should agk - 
. Howard for a sample of the retirement letters). Your memo should poin 
"ott that these letters are almost entirely the same—that having approved’ | 
pe in Substance, all of them in effect have been approved. The memo should 
a}go Point out that there is little that is controversial in these letters, and 
before release our SOP calls for concurrence by Security and Covey 


eee eS 


6) . Do this in draft but in advance, give me the specific data call 
above. — Be | 
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INFO. 


FROM 
Chief, Benefits & Services Division 


MICROFILM 


SUBJECT 
Mortuary Support 


ACTIO 


A. 6 Jan 66 
B. 26 Jan 66 
on 7 Mar 66 


1. We have read the references with great interest and offer the 
following comments: 


a. It is certainly true, as reported in paragraph 1 of reference B, 
that there is pressure— usually generated by my office as a result of 
contact with next-of-kin— for expeditious shipment of remains to the 
United States. We have never knowingly suggested, however, that 
proper and complete mortuary service be sacrificed in the interest of 
speed, but have hoped that both aspects in overseas handling of death 
cases be achieved where possible. 


b. itis equally true that the situation at[|____—ijand elsewhere in 25X1A 
the Far East has been made much more difficult because of current 
circumstances and increasing mortuary activity, and for this reason 
we can support reference B and the practice of local embalming and 
commercial shipment of remains from hen such is deemed 95x1A 
necessary. In this latter regard, we know that whenever facilities 
other than those made available by[ are used, the Station will 25X1A 
continue to assure retention of the best possible commercial mortuary 
service. We would also appreciate cable information in each such case 
as to the condition of remains and whether they are viewable. This 
question is usually asked by next-of-kin. 25X1A 


2. While the above indicates our willingness to support[ 25X1A 
position, we would appreciate your comments on the following data and con- 
firmation of your request for continued "commercial" rather than 
service. Do we understand correctly from paragraph one of reference A that 


a[__|mortuary officer is now stationedat[___| Ifso, he shouldbe 25X1A 


able to — all —_ assistance we ™ i even _ the 
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25X1 
nm € Government official, ough the dispatch is aged, 
the procedures are still valid and should your review of this Book Dispatch 
and the references indicate further reflection on the use of military services, 
we would be willing to discuss your particular situation with our military 
contacts here. We would also be happy to do anything more you think might 
be of assistance to you. 


3. We have appreciated the opportunity to review the bidding in this 
case and will await your "final word" which should clarify for all concerned 
the procedures to be followed in the future should the need arise. 


25X1A 
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25X1A 


i. Reference requested information as to benefits which survivors receive in the 
event of death of an employee. There is no single answer to this kind of question 
since each case depends on its own circumstances. For example, benefits are different 
depending on whether the employee dies in the performance of his duty or not. Further, 
in non-performance of duty cases, benefits under the Civil Service retirement or 
Organization retirement systems will depend on years of creditable service, salary 
levels, as well as the kind and number of eligible survivors. The insurance thet a 
man may have in force may also determine the overall benefits payable. What we have 
provided below is a brief summary of benefits, which we trust will be of some help in 
answering questions raised by Station personnel. 


a Civil Service Retirement System 


Under the Civil Service Retirement System, a widow is entitled to 554 
of the employee's earned annuity if he has at least five years of civilian 
service at the time of his death. She would receive the annuity for life 
or until she remarries. Each child under age 18 (age 21 if a full-time 
student) would receive $600.00 per year not to exceed $1,800.00 total for 
all children. If neither parent is living, the child's annuity would be 
ane per year not to exceed $2,160.00 for total mmber of children. 

Pamphlet 16 "Your Retirement System" Copy Attached) 


b. Organization Retirement System 


Under the Organization Retirement System, a widow is entitled to 554% 
of the employee's earned anmity if he has at least five years of civilian 
service at the time of his death. The dependent children's benefits are 
the same as above. Both retirement systems are basically the same except 
that because of a difference in the annuity forma, survivor annuity for 
the widow is larger under the Organization Retirement System. 


c. Federal Employees’ Compensation Act 


Federal employees are eligible for benefits under the provisions of 
the Federal Employees’ Compensation Act when they incur an injury or 
iliness in the performance of duty, (1.e., when an injury or illness is 
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directly attributable to or materially aggravated by the work of the 
employee or the conditions of his employment.) ‘The coverage of this Act 
extends to Federal Employment any place in the world and also covers 
employees while in an official travel stetus. Among the benefits provided 
by FECA are full medical and hospital care, compensation for disability and 
compensation for death to certain named survivors and dependents. In 
presenting a claim for any FECA benefits, the claimant has the burden of 
elearly establishing that the disabling condition was incurred in the 
performance of duty, but our office assists in the presentation of these 
claims for adjudication. 


If death results from an injury or ilimess incurred in the performance 
of duty, a widow without children is entitled to receive 45% of the deceased 
employee's monthly salary. Benefits for a widow with children under age 18 
would be 40% for herself and 15% for each child not to exceed 75% of the 
employee's monthly salary. The total compensation cannot exceed $525.00 per 
month. Pending legislation would raise this maximum. 


When a death results from an injury or illness in the performance of 
duty, the widow mist elect whether or not she prefers to receive benefits 
under the retirement system or FECA. She cannot receive benefite under both. 
(More detailed information concerning the Federal Enployees' Compensation Act 
may be found on the attached mimeographed sheet and in the attached pamphlet 
entitled "Work Injury Benefits for Federal. Employees.") 


2. In addition to the above benefits, most staff employees and staff agents are 
covered by the Federal Enployees' Group Life Insurance. This provides two kinds of 
insurance during employment - life insurance and accidental death and dismemberment 
insurance. The amount of your insurance is determined by annual salary. The attached 
| certificate may be helpful in giving further details. 


3. There are a variety of insurance plans offered through the Organization. An 
outline of the coverage is enclosed. 


4, In reviewing benefits, consideration should be given to possible coverage 
under Social Security and in some cases VA compensation which is provided for widows 
and/or children. We are attaching some literature which summarizes these benefits. 


5. In all of your briefings with employees on the question of survivor benefits, 
please emphasize the extent to which our office assists survivors, through cur casualty 
ascistence program, in obtaining the various benefits to which they may be entitled, 

We will personally meet with these survivors with the necessary forms completed, to the | 

extent that they can be in advance, and every effort is made to ease the concern 

normally experienced by survivors about their financial status, the benefits that they 
should receive, and the manner in which these are to be obtained. 


6. Please let me know if you need additional information. 


25X1A 
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Chief, Beneiite aad Services Divieion 
Benefite for Employees Involved in Noa-Scheduled 
Aircraft Accidents 


[tS Aug 65 


Bookiet “Asaociation Insurance Programe", dated 3/31/64 
Book Dispatch 42751, dated 16 Mar 64 
[| dated 8 Fuh 65 


ge 


i, Reference a requested information regarding benefits evallable to 


KRUBARK —— if injured in an accident while ona son-scheduied 


#. employees traveling on thie aircraft ia the performance of their duty 
would be covered by the provisions of the Federal Employees’ Compensation 


Act, discussed in[ sds Some additional material covering FECA 
benefits is also attached, 


3. employees who are anw covered by the Federal Employees’ Group 


Life Insurance are ales covered om the aircraft since thia imeunrance has no 


' als travel exclusion atall. Thus, the full benefits of the policy would be 
payable, i.¢., face valuc, accidental death benefite. or where appropriate. 


dismemberment bonefite. Attached is a brochure describing these FEGLI 
benefits. 


4. GEBA Life insuraaces 


a. WAEPA 


The iace value and aceidental death and dismemberment benefits 
of WAEPA are payable for all ernployees traveling onboard this aircraft 


as passengers. The WAEPA accidental death and disniemberment 
benefit does aot cover any logs resulting from injury sustatacd while 


iz 


er om any vehicle or device for serial navigation, except as & pas@enzer 


is a previously t 


teg and aoproved aircraft, other than experimental 


or prototype aircraft. Thus, the fact that this aircraft is noa-scheduled 
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Goes not ie itacl{ exclude accidental death or dismemberment bencfite: 
it in the etatus of the traveler that dsiermines. Passengers are 
covered, pilote aad crew members are excluded. H wever, please note 
thet even in these cases where the exclusion doas apply. oaly the 
accideotal death aad dismemberment benefit would act be paid. Even ia 
the cases of pilete and crew members. the face value would be paid. 


b, VSLIC 


Again, the fact that thiz aircraft is a aom-schedoled one does 
not iteel{ reeult ina denial of benefits, Rather. it ie the status ai the 
txaveler that determines. In all cases. the lace value. on any of the 
eight plans from $3,006 te $53, 030 for employees who have the ineurance, 
would be payable. Until very recently, accidental death sad dismember - 
ment heneiiis would be payable only to passengers, ae in the cage of 
WAEDBA, However, thie provision hag now beaa modilled. The UBLIC 
eis travel exclusion now excludes any loae susteined ae the cesuli of 
or while patticipsting im aeronactice. aviatios, nis travel, or air trane- 
portation except as a paasenger. The term: paesenger shall mot lnclads 
the pilot or any other cismber of the crew SSiogs auch participaticna as 
pilot or co-pilot. or other member of the crew is undertaken at the 
direction of the Orgagization, 1s ac event shell the aggregate Licalt of 
ability with respect to all pretected persons acting ea plist, co-pilat, 
or other member of the crew while in any one aircrais exceed $149, 550 
with respect to aceldental death and dismemberment benefits, To reste 
this, any UBLIC sclicyhoider would be covered by the face value on the 

flight. Aceidestal death and diamemberment benefits would 
also be paid without any qualification ic all pageeagere. Aceideatal 
death aed Glemen:-berment beuellis fox pilot, co~piles. oz crew members 
would be geid only if they were serviag ta theee capacities in the 
periormance of thelr duty. Alse for this group, and oaly for peycsent 
of acebdeatal death and dismemberment benefita. the total liability 
payable to thie group because af aay one aircraft aceldeat could act 
exeeed $159,559. This @ggregate liraht of lability would caly tke effect 
fer these few lustances where there are mere than five individsale 
serving as piict. ce-pilet. aad crew members. 


¢. Goubtract Lite Insurance 
For comtract empleyees traveliag on this (ight, fell benciits 
would be payable. There are av exclusicns. although the policy consists 
of omly isce value without accidaatal death aad dismecaberment benefite. 
a. Ajr Fiighi Trip Pian 
This imgeragce covers Sere Ut led airliner only; 
Commequantly. ‘Co it is a ava-scheduled Might, 
would be excluded. 
*, hililtary Air Flight Trip 
While this insurance covers acn-scheduled airlines it only 
covers peegengore oa aitecralt which are used grimarily ior trameperting 


phosonge rs. 


(Continged)} 
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f. Flight ani Aceldent Policy 


This policy aleo covers passengers only om aircraft which at 
the time ie meakiag a Might for the sole purpose of traeaperting yesvenaess 
oy passengers and cargo and act for any other operational purpose © 
aay tactical op teat curpes]e. Our underataadiag of the 25X1A 
flight ie thar it ie either for the purpose of tramaporting paasengere OF 
paesengers aad carge and is aot engaged ia aay ather operational. 
lactical, er test varposes. With thie qualification, passeagerg om the 
[__________] flight weuld te covered by the Fiight and Agcidest Policy. 


25X1A 
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x NO INDEXING REQUIRED 


INFO. 
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254A) Taen 
Chief of Station, 


MICROFILM 


SUBJECT ; P 
Survivors Benefit 


ACTION REQUIRED - REFERENCES 


Please advise benefits which survivors receive in the 


event of death of an employee. The question has been raised 


as to the method of calculating the income which a surviving 


widow and children would receive and the length of time they 


would receive such payments. 
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